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Georgia Department of Education 
Officd of Administrative Services 

Werner Rogers 
State Superintendent of Schools 

Twin Towers Eaqt 
Atlanta. Georgia 30334 

June 24, 1986 
H. F. Johnson, Jr. 

Associate State Superintendent 

M E M O R A N D U M  

TO : A r v i l  Ensley 
__ -7 

Budget and Accounting O f f i c e r  
Board o f  Postsecondary Vocat ional  Education 

Records Management O f f i c e r  
Department o f  Education 

Transfer  o f  Records Reten t ion  Schedules f rom the  Department o f  
Education t o  the Board o f  Postsecondary Vocat ional  Education 

FROM: V i c k i e  Oake y&. 

SUBJECT: 

E f f e c t i v e  J u l y  1, 1986, Records Reten t ion  Schedules which have been 
es tab l i shed  f o r  Record Ser ies T i t l e s  r e l a t i n g  t o  Postsecondary Vocat ional  
Education are  being t r a n s f e r r e d  f rom t h e  Department o f  Education t o  t h e  
Board o f  Postsecondary Vocat ional  Education. Attached a r e  copies o f  t he  
schedules as l i s t e d  below by Schedule Number: 

76-191 81-109 81-181 
76-192 81-110 81-182 
8 1-7 

7 1 - 8  
81-176 
81-177 

81-183 
81-185 

81-51 81-178 81-192 
81-71 81-179A 81-226 
81-108 81-180A 

Amendments w i l l  need t o  be prepared by your  agency t o  change the  agency 
name, addresses, con tac t  persons and t o  make any o t h e r  necessary changes. 
These amendments should be sent t o  Mary H a l l ,  Governmental Records Section, 
S ta te  Archives, f o r  approval. 

Also enclosed are f i l e  copies o f  Records T ransmi t ta l  Forms and Not ices o f  
Records Des t ruc t i on  Forms app l i cab le  t o  Postsecondary Vocat ional  Education 
Records. I am enc los ing  copies o f  severa l  p u b l i c a t i o n s  dea l i ng  w i th  
Records Management which w i l l  p rov ide h e l p f u l  i n f o r m a t i o n  concerning Records 
Management Procedures. 

1. 76-RM-1 - "Scheduling Procedures" 
2. 82-RM-2 - "Finance and F i s c a l  F i l e s  Supplement" 
3. 82-RM-4 - "Statewide Commons Supplement" 
4. 79-RM-1 - "State Records Services Handbook" 
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APPLICATION FOR RECORDS RETENTION SCHEDULE OFflCE OF THE SECRETAnY OF STATE 

op *RCF(,VFS ANo HISTOR i RECORDS MANAGEUENT Ol~l lSlON 

INSTRUCTIONS: See Publication ho. 76-RM-1 for instructions on ccmpleting this form. Forward sighed original to 
Department of Archives and History, Records Management Division. 330 Capitol Averpe. Atlanta, Georgia, 30334. 
Attention: Scheduling Section. .. - 

-. FOR AGENCY USE 

mliutuon O m  
1. Agenw Address FOR RECORDS MANAGEUENT USE 

Indus t r iaT Development-Quick-S tar t  Progradwllation Number 

O f f i c e  Of Vocational Education 
340 Sta te  Of f i ce  Bldg. 
A t l an ta ,  Georgia 30334 D a n  Completed 

8 1 -  7 
D8m Rrcsiv.d @lation Numbr 

\-€+el I1-20-8\ 
c I___c_-_---___= 

- 
!. Porson to Contact Working Title Talephone Number 

I. Action Requested 

Senior  Sec re t a ry  656-2550 Lynda L. Smith 
- -=. __ - = 

8. a Enab!isp Retantion Schedule; record will continue to accumulate. 
b. 0 Dispxo of present accumulation; no further accurnulrtion anticipated. 
c. 0 Amend Aoplication No. Checkone: 0 Chsnne; Suoerede: 0 Void 

I. Dates of Srier 1 5. Rewrda Series Title lfor!owed by titie ~ s e d  tn office; r f  differentl 

Quick-Start  Adminis t ra t ive F i l e s  I hrliest l a t e s t  
uly 1973 To Date 

i 1 
i. Oivbion md Office F u n a i m  What is  the function of the Division and the Off ice in h i c h  this record series i s  ceated? 

The Quick-Star t  u n i t  i s  r e spons ib l e  f o r  providing i n s t r u c t o r s ,  equipment, and matertals 
f o r  t r a i n i n g  personnel  i n  new o r  expanding i n d u s t r i e s  i n  Georgia. 
28 Quick-Start  Off Campus Coordinators w i th  t h e  r e s p o n s i b i l i t y  t o  coord ina te  new and 
expanding p l a n t  t r a i n i n g  a t  each school  as w e l l  as a t  r en ted  o r  l ea sed  Quick-Start 
bu i ld ings .  

Under t h i s  program, new and expanding i n d u s t r i e s  are provided s p e c i a l  s e r v i c e s  d u r i n g .  
t h e i r  t r a i n i n g  per iod  and i n i t a l  s ta r t -up .  
disbursement and ,maintenance of S t a t e  funds and equipment t o  t h e  area v o c a t i o n a l - t e c h k c a l  
schools  i n  Georgia. 

There are approximately 

-. 
Quick-Start  -is r e spons ib l e  f o r  t h e  

, .  

I. Record Series Deraiption 

Documents relating to: 

lnduded are: 

File is arranged: 

This f i le contains the following documents (include form numbersand rifles. if any): 
Attach samples of the file. 

record ing  approved budgets and disbursements,  equipment purchases ,  
expenditdke r e p o r t s ,  and r e l a t e d  documents. 

Grant 'Budgets, Award Contracts ,  budget expendi tures ,  monthly 
disbursements,  equipment l o c a t i o n ,  consu l t an t  s ta tements ,  and 
r e l a t e d  correspondence. 

, 

chronologica l ly  by f i s c a l  year;  thereund$r a l p h a b e t i c a l l y  by 
name of vot-tech school.  _I 

-- . 
- ~ -- 

I. Monthly Reference Rate 

. One to six months old 

r h n u a l  Rate of Accumulation of Hemrdj 

How often are records referred to which are: 

65 : Seven to twelve months old 45; Thirteen to twenty-four months old ?o: 
twkntv-five months md older 2-' 

Lencr.rize drawers Lq3I-5t:e drawers : Shelves ;Other (specify) - - 

--- -_ 

- 
- ~~~~ ~ - ~~ ~~ - - 
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or recorded in a summarized report? 

11. RItentlon Rquiremsnts The following requires the series to be kept: -j  
.&years. 1.' Audit period 2 Years. 

years. 
years. 

# 10 4. State Law 
b. Statute of limitation 
c Federal law 

Attach copy or exer t  of laws or replations. Explain administrative need. 

years. e. Administrative need 0 
0 years. f. Federal retention instructions 0 .. . 

R e t e n t i o n  w i l l  a l l o w  a d e q u a t e  t i m e  f o r  any q u e s t i o n s  'Con'cerning 
b u d g e t  e x p e n d i t u r e s  and Q u i c k - S t a r t  i f  s o l e l y . r e s p o n s i b 1 e  f o r  m a i n t a i n i n g  
B u d g e t s  by " l i n e  i tems".  - 

12 Appror6d Disposition lnfiructions This agency recommends that  the f i le JerieS bs C u t  Off a t  the end of each: 

0 Calendar Year:bjt Fiscal Year: 0 Other 

- '  ' ' 

then, 

Hold in the 
Transfer to 

@ Es;?. to 

0 Transfer to 

currect files area 
local hoiding area; hold I -year(s); then 
State Reards Center; hold -yeark); then 

month(s1 fhTO year(s): fhen 

Sta:e Archives for permanen -e?ention. ' 

0 Other lSpeci+fl 

* .  

. . . . .  . . .  

These instructions apply to a l l  prior and future accumulations of the series. 

1 :  

Iecommendations in para- 
rsph 12 are approved. 
If disapproved, attach letter 

State Records Committee ISionaturel Date i 
Iecommendations in para- 
rsph 12 are approved. 
If disapproved, attach letter 
f explanarion.) 


